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Reference:  CSBG Policy 6: Purchase and Distribution of Gift and Gas Cards
POLICY #6

CSBG Grantees and Sub-grantees must comply with the limitations and prohibitions as stated in
federal CSBG statute (42 U.S.C. 9901 et seq.), which includes Section 678F (42 U.S.C. 9918), and
any subsequent amendments. All proposed expenses will be considered within the context of the
proposed activities. Providing gift cards, pre-paid cards, and gas cards is a permissible use of
CSBG funds, particularly in an emergency/disaster situation, as long as the expenditure can be
justified as meeting one or more of the statutory purposes of the CSBG program.

1. Programs that use grant funds to purchase gift cards, pre-paid cards, gas cards, gift certificates,
bus passes, vouchers, and other like items for clients must establish internal controls in the
form of written policies and procedures that, at a minimum:

a. Ensure the security of the items;
b. Address appropriate distribution to clients: and
c. Create a line item in the budget specific to these costs

2. Programs are required to use a log to inventory and track distribution and use of the cards,
certificates, passes, vouchers. A log template should be developed by the grantee or the grantee
may approve one developed by the sub-grantee. The log must contain the following:

a. Source of each item (e.g., Wal-Mart, Safeway);

b. Individual serial number or other identifier of each item;

c. Denomination (value) of each item;

d. Date each item was purchased (if applicable);

e. Date issued to client;

f. Date item was documented in client’s case file;

g. Identification of client (name or confidential identifier);

h. Name of case manager;

i. Purpose of item or description of products or service to be purchased with item; and

J. The client must sign a receipt that shows the type of card, voucher, certificate, and bus
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pass. This receipt must be put in the client’s file.

3. The written policies and procedures, as well as the log, must be made available to the
Department upon request and may be reviewed during program site visits.
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